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You Asked for It... when you 
told your International Education 
Committee last year that you 
wanted ideas for chapter 


programs. 


Coming issues of THE SECRETARY 
will feature the “Program of the 
Month,” highlights of programs 
recommended by IEC. A detailed 
outline of the “Program of the 
Month” will be sent to all chapters. 


We believe this supplemental 
information and detail will be 
helpful in planning your program 
presentation. At the conclusion of 
the series, a kit that will include 
the outlines of all the recom- 
mended programs of IEC will be 
sent to all chapters. 


You Asked for It... and we 
believe you will be pleased with 
our suggestions. The importance 
and impact of having stimulating 
chapter programs cannot be 
overemphasized. Try it! Then tell 
your International Education 
Committee what your members 
thought of YOUR program! 
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1. To save filing time: spillproof Acco folders 


2.To save storage space: adjustable Acco binders 





Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 


out for easy transfer. Firm press- 
board covers stay new-looking, AC to © B : Re D 
never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 
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Accopress binders don’t bulk or bulge. They adjust to their contents, 
whether one sheet or one thousand. Space-saving, economical, spillproof 


catalogs. Longlasting press AAC COPRESS 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 
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ROYAL’S ROYTYPE®, PARK LANE® CARBONPAPER is longer lasting—strengthened 
with tough vinyl plastic. Its ink contains pure carnauba wax to prevent smudge. The 
best raw materials go into Park Lane, the best carbon copies come out—no matter 
what machine you use. Each box clearly labeled for quantity and quality. = Park 
Lane maintains the same high standard of all Roytype products—and there are 
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Ethics er 


FOR PROFESSIONAL SECRETARIES 


The Reverend Louis J. Hiegel, S.J., is 
an Associate Professor of Theology and 
Canon Law and Chaplain of the Loyola 
University School of Law. He received 
his Bachelor of Laws degree from 
Loyola and his Doctorate in Canon Law 
from the Gregorian University in Rome, 
Italy. A member of the faculty at 
Loyola since 1952, he holds membership 
in the American Bar Association, Blue 
Key National Honor Society, and a 
number of other religious and profes- 
sional societies. 


@ Ethics is the science of morality of 
human behavior. It takes human 
conduct and judges it by the standard 
of right reason to determine whether 
or not it is in harmony with human 
nature. If right reason tells us that 
the act harmonizes with human na- 
ture, then it is classed as morally 
good, and the person placing such an 
act performs an act of virtue which 
enables him to be worthy of praise. 
On the other hand, if right reason 
tells us that an act does not harmon- 
ize with human nature, then we have 
an act which is morally evil. A per- 
son placing such an act degrades 
himself, and renders himself worthy 
of blame and possibly punishment. 


There are universal precepts in 
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by The Reverend Louis J. Hiegel, S.J. 


ethics which apply to all men, such 
as the prohibition against lying, 
cheating, stealing, etc., or the precept 
to reverence God, to honor one’s par- 
ents, to respect our neighbor’s good 
name, etc. Ethical standards of this 
kind apply equally to all men and 
to all groups of men; e.g., a group of 
housewives, a group of salesmen, a 
group of merchants, a group of poli- 
ticians, a group of secretaries. 


Within our organized society there 
are specialized groups who, because 
of the specialized nature of their jobs 
and responsibilities, find themselves 
in peculiar conditions and circum- 
stances not commonly experienced by 
ordinary people. Groups of this kind 
need special mention, and the sci- 
ence of ethics rightly gives special 
treatment to their duties and obliga- 
tions. Doctors and lawyers are ob- 
vious examples of such groups, and 
ethical scholars have developed our 
medical ethics and our legal ethics. 
A code of ethics has been drawn up 
for many a group of this kind, so that 
members of the group may have 
ready access to the standards of con- 
duct expected of them. Thus we have 


Loyola University 


New Orleans, Louisiana 


our code of medical ethics and 
our canons of the legal profession. 


The leaders of NSA have deemed 
it appropriate to classify professional 
secretaries among the _ specialized 
groups in our society who, because of 
their peculiar jobs and responsibili- 
ties, need special mention with re- 
spect to the ethical standard by 
which they fulfill these responsibili- 
ties. Not only that, they have seen 
fit to draw up a special Code of 
Ethics appropriate to the high ideals 
and standards that make a person a 
professional secretary. Your leaders 
are to be lauded for doing this, be- 
cause they spotlight to the whole 
world the special dignity and the 
character that differentiates the truly 
professional secretary from the ordi- 
nary, routine office helper. 

I observed that the author, or 
authors, of this code had a profound 
understanding of female psychology, 
as well as a deep appreciation of the 
dignity of womankind in general and 
of each woman in particular. Conse- 
quently, any secretary who wishes to 


(Continued on Page 26) 
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by 


Frank M. 
Kleiler 


@ There is nothing in the world like 
them for improving team morale, re- 
ducing errors, and getting high pro- 
duction. 

Upon graduation from high school 
Betty Lou Jenkins had trouble find- 
ing a job. The application handed 
to her at one plant had a space for 
listing “special talents.”” She could 
think of none which had any com- 
mercial value but in desperation put 
down “cheer leader” on the form. 


A few days later she was called for 
an interview. “It says here that 
you’re a cheer leader,” the boss-man 
said. 

Betty Lou blushed. “I didn’t have 
anything else to put in that blank,” 
she explained, “and everybody in 
school knew me as the football and 
basketball cheer leader.” 


As the interview progressed the 
manager asked the girl, “Do you sup- 
pose you could cheer up this place? 
Morale has been bad for a long time, 
and all the improvements in working 
conditions don’t seem to make much 
difference.” 


She agreed to try and was hired as 
a messenger. Never had she imag- 
ined that so many gripers and sour 
pusses would be assembled in one 
place. 


Betty Lou was like a breath of 
fresh air in the plant. She could not 
use a big megaphone and skimpy 
skirt on this job, but her cheer lead- 
er’s attitude began to infect the whole 
shop. 


With a Smile 


Making her rounds in the plant 
and office, she soon became known 
as the girl with the big smile. She 
made a grizzled old lathe hand 
happy by admiring his work. When 
the chief shipping clerk handed her 
some papers proving to the front 
office that he had at last reduced the 
backlog to zero, she shouted 
“Hurray!” and left him feeling as 
elated as if he had led his team to 
victory in the home-coming game. 


She did not dare to chant “We 
want a touchdown” to the eleven 
dour women who constituted as as- 
sembly crew which had been failing 
to meet its quotas, but one day when 
they succeeded in meeting it, Betty 
Lou spread the word around the 
plant. People in other departments 
told the women that they had heard 
the news, and the next day the as- 
sembly crew repeated its perform- 
ance. 


That intangible asset known as 
morale was noticeably increased in 
the next year. Then Betty Lou 
married an up-and-coming young 
man, and she is now concentrating 
on raising a future basketball team. 


Important Work 


It was hard to find a good replace- 
ment for Betty Lou, and the manager 
decided that her morale-building 
work was too important to entrust to 
an ordinary messenger. He now 
spends at least an hour every day in 
what some people think is plant in- 
spection but is really something he 
regards as cheer leading. 


Happy employees are usually bet- 
ter producers than unhappy em- 
ployees, and a lot of high-priced 
executives and brainy psychologists 
have worked hard on the problem of 
improving morale. They know that 
it requires a great deal more than 
good wages and pleasant physical 
surroundings. It depends upon a 
wide range of factors, such as good 
communication, job security, confi- 
dence in management, and effective- 
ness of administration. One of the 
factors is employee status and recog- 
nition. Here is where cheer leaders 
come in. 


In some organizations the house 
organ performs as a cheer leader. It 
not only applauds those who score 
the production touchdowns but also 
the linemen whose good work is less 
apparent to the spectators. In other 
organizations there is an _ honor 
awards system which directs the ap- 
plause to those who most deserve it. 
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But a good supervisor personally 
performs the functions of a cheer 
leader, even though he may never 
recognize himself as one. 


The most valuable asset a cheer 
leader possesses is enthusiasm. 
“Nothing great,” said Emerson, “was 
ever achieved without enthusiasm,” 
and other wise men have made the 
same observation. A cheer leader 
generates excitement about athletes 
and events on the playing field. A 
good supervisor generates excitement 
about ideas, efforts, people, problems, 
and work. He feels things and shows 
that he cares. He transmits his own 
enthusiasm to others. 


Positive Thinking 


Another characteristic of a cheer 
leader is optimism. Even when his 
team is losing by a score of 40 to 0 
in the last quarter, he must find 
something to cheer about: a first 
down, a good tackle, or even a for- 
ward pass that was nearly completed. 
A supervisor, too, needs to look on 
the bright side of things. Even when 
mishaps create utter chaos, he needs 
to look for the silver lining in the 
clouds. He must be hardheaded 
enough to recognize a mess and take 
steps to correct it, but if he lets de- 
spondency permeate his work group, 
he will have little chance of doing an 
effective salvage job. 


Giving Cheers 


A cheer leader directs most of the 
shouts of appreciation and encour- 
agement to the whole team, but he 
also stimulates applause for indi- 
viduals. So does a good supervisor. 
When a worker makes a good sug- 
gestion or does a job especially well, 
he should be given credit in front of 
his fellow workers. 


While becoming a better cheer 
leader himself, a supervisor might 
size up the individuals in his work 
group for the same function. When 
we spot a man who radiates enthu- 
siasm for his own work and for what 
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others are doing, we should try to 
maneuver him into a place or a job 
where he will have the maximum 
contact with employees. Enthusiasm 
is contagious, and it ought to be 
spread around. Conversely, a 
gloomy person or an eternal griper 
might be maneuvered to a spot where 


. he works alone. Pessimism and un- 


happiness also are contagious and 
ought to be quarantined. 


It’s the Little Things 


Remember Dale Carnegie’s best- 
seller of the 1930’s? Entitled How to 
Win Friends and Influence People, it 
was loaded with stories of how smiles, 
praise, and encouraging words make 
the difference between success and 
failure. No boss can afford to be so 
blase or busy that he neglects these 
little things. 





The “I can’t wait- 
to-get married” type | 


























A girl with marriage on her 4 
mind is especially eager for a 
top secretarial job. Like millions 
of her sisters, she very likely 
will hold on to her job 

after marriage. 


To attract favorable atten- 
tion—and get a promotion with 
higher pay—she uses the best 
professional tools. These include 
A.W.Faber’s STENOSTIK, the . 


modern ball pen especially Ss 
designed for shorthand. 
STENOSTIK is feather-light, id 


beautifully balanced, starts fast, 
flows smoothly without skip or 
clot. It helps her take 
dictation faster, cleaner and 
more efficiently. The exclusive, 
long-tapered grip reduces 
finger fatigue 


AW Faner STENOSTIK The Ball Pen for Shorthand 2°22 








Whatever your marital 
status, you’ll be a better 
secretary with STENOSTIK. It 
belongs right alongside your 
ERASERSTIK. Full-length 
cartridge ink supply in blue, 
black, red and green. 39¢ — 

3 for $1. Join the STENoSTIK 
Club of Superior Secretaries 
today. 


A.W.FABER’S 


STENOSTIK° 


A.W.Faber-Castell Pencil Co., Inc., Newark 3, N. J. 
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@ Business has become so big that it 
is impossible for one man to take re- 
sponsibility for everything happen- 
ing in the business. Organizational 
and functional charts show solid and 
broken lines running in every direc- 
tion. We delegate work and rely 
more and more on other people. A 
popular guessing game at business- 
men’s luncheons is who is next to 
form a merger and who will next seek 
new capital for expansion. Along 
with these, studies are made for im- 
proving quality control, production 
systems, marketing of old and new 
products, and new ways of financing. 
Unfortunately, a neglected segment 
of business, and a wasteful one, is 
written communications, which is big 
business, too. 

Consider the over-all total letters 
mailed out by the Guarantee Trust 
Company of New York. It is about 
twelve million a year! A government 
official announced that during World 
War II, “It takes 17,000 typewritten 
letters, reports, memoranda, and 
other documents to build a battle- 
ship.” According to the Bureau of 
Accounts of the Post Office Depart- 
ment, the volume of letters for a 
recent peak year was more than 
eighteen billion. I have no idea of 
the amount of interoffice communi- 
cations transpiring. Letters transact 
eighty-five to ninety per cent of all 
business, leaving ten to fifteen per 
cent to be carried on by means of the 
telephone, the telegraph, and the 
personal interview. Former Defense 
Secretary Charles E. Wilson said, 
“You cannot do anything without a 
piece of paper going along.” Stop 
the paper work in a business for just 
twenty-four hours and see how fast 
everything comes to a standstill. 


Correspondence in Dollars and 
Cents 

The volume of correspondence has 
increased substantially with the rapid 
pace of business; and cost, in terms 
of dollars and cents, is leading the 
race. Letter production costs in the 
United States belong in the class of 
big business, approximately $13,- 
000,000 for a recent peak year. But 
so much of the cost is due to waste. 
The lack of clarity and the ineffec- 
tiveness in getting the attention of 
the reader and generating his inter- 


est is an important reason why more 
letters are in the wastebaskets rather 
than in the files. Misunderstanding 
between what the writer intended, 
and the manner in which the writing 
was interpreted by the reader, only 
adds to the price tag of a letter, for 
it will necessitate additional corre- 
spondence for clarification. Consider- 
ing salaries, stationery, and over- 
head, the estimated cost of the aver- 
age letter is about $1.75. If it is 
necessary to have clarification of a 
paragraph that should have been 
clear in the first place, another letter 
has to be written—at the same price 
of $1.75 per letter. And so this skir- 
mish between the reader and the 
writer goes on and on at the same 
market price per letter. (You would 
think that for so much writing about 
the same thing a quantity discount 
would be in order.) 


The Ridiculous 

Some letters should never be writ- 
ten, for they are utterly ridiculous. 
A big American corporation wrote 
this one to a customer, apparently 
sans peur et sans reproche: 

“Dear Mr. Williams: Our recent 
letter addressed to you has been 
returned marked ‘Deceased.’ 

“If this is correct, will you please 
verify it? Then write us what your 
plans are for paying off the unpaid 
balance of $29.75. 

“We sincerely hope that every- 
thing will go well with you.” 
Perhaps the corporation should 

send out a personal collector to track 
down this culprit no matter where he 
might now reside. 

Some business letters are so tact- 
less, curt or demanding that all they 
bring, if anything, are outraged com- 
plaints to management. Look at this 
prize illustration: 

“You owe us $125 and there is 
no doubt about it. You own a 
house that is attachable. I, there- 
fore, demand that you borrow the 
money, if necessary, since I must 
have at least a partial payment 
within ten days. 

“Think it over. Will it be worth 
it for your friends and relatives to 
learn how slowly you pay your 
bills?” 

This customer filed a suit for libel, 
and the store settled out of court. 
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There are countless examples of 
unripe writings that are an everyday 
occurrence in business. The waste is 
rather widespread among all the in- 
dustries. The laymen will look at 
these faulty letters as mere pecca- 
dillos. But a look at their income 
statement decided for some com- 
panies to seek the help of authorities 
on business letters. Subsequently, 
they were to reduce costs to a great 
extent. 

The Hoover Report states that for 
every $1,000 the federal government 
has spent on correspondence man- 
agement, it has saved $32,000 on net 
operating expenses. Although in 
1953 Mutual of New York employees 
wrote twenty-four per cent more in- 
surance than in 1943, a letter writing 
program enabled them to cut the 
number of letters written by 10,000 
and reduced greatly the length of 
those they did send out. Altogether 
the company saved an estimated 
$85,000 a year for ten years. 

Lengthy and Repetitious 
Another bogy in business commu- 

nications, letters, and reports, is that 
so many are twice as long as they 
should be and some are so repetitious, 
involved, and shot full of technical 
or legal jargon that they cannot be 
understood by most people. This 
example was written by a recent col- 
lege graduate: 

“An 11 KV distribution cable 
faulted to ground in the subway 
cable duct in close proximity to the 
substation. A high thermal condi- 
tion developed in the oil circuit 
breaker when this piece of equip- 
ment attempted to interrupt the 
excessive current in the faulted 
circuit. As a result, the gasified oil 
created sufficient pressure inside 
the circuit tank to rupture the tank 
and ignite the oil that was pro- 
jected over everything within a 
radius of approximately twenty 
feet. The fault was ultimately 
cleared by multiple trippings, thus 
de-energized the affected eleven 
KV section of the station. The 
necessity to extinguish the confla- 
gration prevented immediate trans- 
fer and restoration of service to the 
affected area. The delay in resto- 
ration was approximately 10 min- 
utes.” 
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After a long enough time had 
elapsed, so that the newness of this 
college graduate’s diploma had worn 
off to the extent that even the cracked 
glass on the frame holding the A. B. 
diploma was ignored, he got over all 
this gobledygookishness and _ strut- 
ting with ridiculous pomposity and 
wrote the same thing with a civilized 
tongue as such: 

“The cable shorted to ground 
near the substation, blew up the oil 
switch and set fire to the station. 
It took 10 minutes to put out the 
fire and restore service.” 

Here is an example of just one 
sentence that rambles on: 

“We are writing to thank you for 
your communication advising us of 
your change of address as shown 
above, and we are glad to advise 
you that we have made the proper 
notation of same in the company’s 
records.” 

The sentence was revised in this 
way: 

“Thank you for sending us your 
new address.” 

Some sentences are written with 
very little thought and cause a loss 
of respect for the writer. These are 
excruciating excerpts from letters by 
large companies: 

“This sum will be paid you in a 
single amount at the time of your 
death, which we understand is the 
way you prefer.” 

“As we do not repair cotton 
dresses, we are returning your table 
cloth to you.” 

“We can’t understand why you 
resent inquiring about your bad 
habits.” 

“We are sorry that your night- 
gown did not arrive in time. How- 
ever, there will surely be other 
occasions when you can use it.” 
Some messages are so confusing 

that the reader is justified in just 
throwing up his hand. This one must 
have driven the customer crazy: 

“We received a telegram from 
you requesting 116 cases of the 
above product. However, we knew 
this was an error and should have 
been only 16 cases. We did not 
have a sufficient amount in stock 
to cover this order, and therefore 
shipped you only 71 cases. 

“I know you cannot use this 
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Le peak de chic 
for only $389.60* 


If you’ve a taste for traveling in style, 
now’s the time to assert your womanly 
prerogatives...and allow yourself to 
be utterly pampered on an Air France 
low-fare Economy flight. 

Just look at all your low-fare ticket 
entitles you to: Your seat is reserved. 
You choose it before boarding the 
plane. And a lovely hostess (your lady- 
in-waiting) shows you to it...and helps 
you with your coat. 

But this is only the beginning of 
your début into a new air-borne world 
of grace and elegance. From now on 
your English-speaking crew will heed, 
and even anticipate, your every wish. 
And you are assured a smooth ride by 
6-million-mile experienced pilots. 

The food—gloriously French, of 
course...cooked to a gourmet’s taste. 
And why not toast the wonderful 
times to come with fine French vin- 
tage wines. Imagine! Only 25¢ a bot- 
tle! 70¢ for champagne! 

Can this really be Economy Class? 
you will ask yourself. Can this really 
be you stepping off your Boeing 707 
Intercontinental Jet in Paris just 7 
hours after leaving New York? It is 
you, but a new you, relaxed, refreshed 
and ready for the gay holiday that 
lies ahead. 

May I give your holiday a “lift” 
with some helpful hints? Send for my 
booklets, “Very Important Pointers 
for International Travel” and “YOU 
IN PARIS—What Every Woman 
Wants to Know.” I'd also be happy to 
send you the latest news about our 

Jet-Away Holidays. Just check the 
coupon below. If you have a special 
question, come in, call or write to me. 
T’ll see that you get prompt attention. 

*17-Day Economy Excursion Fare 
only $389.60 round trip from New 
York non-stop to Paris, effective 
October 1 through March 31. 
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many,. and would appreciate your 
shipping 55 cases back to the ware- 
house. Please forgive this error, 
but honestly it was not our fault.” 


Write a Few Simple Lines 

Many times long sentences only 
add to the obscurity of the message. 
The message probably required a 
straightforward, simple answer. 
Somehow the correspondence snow- 
balls into such an enormous complex- 
ity that it would take all day to un- 
lock the language into a meaningful 
message. Apparently, it is beyond 
the “dignity” of a man, who has his 
nameplate on the door or on his desk, 
to write a few simple lines. By the 
time he writes a letter he has 
muddled it with abstract poly- 
syllabics because he thought it would 
shroud the paper with “dignity.” 
Although his message should have 
been a simple one, he made a triploid 
of it! His motto: “Never use one 
word where three or four will do.” 


Often in a quest to impress people, 
rather than use words that are crisp 
and fresh, a substitute of dull, plod- 
ding words are used that give the 
sentences a monotonous pattern. 
After the first sentence, the clarity 
has vanished. When this happens, the 
only thing left is a dead parchment. 

Whatever writing is done must be 
done with the reader in mind. Con- 
sideration for the reader is impera- 
tive for successful letter writing. The 
chances are good that you are writing 
to a man in a busy office. The situa- 
tion is unlike the home where you 
might be sitting in your favorite 
“Kennedy rocking chair,” inhaling a 
fine grade of Turkish tobacco, after a 
fried chicken dinner — “junes” and 
juniors are in bed—the atmosphere 
is tranquilized—because the idiot box 
—excuse, television, has its vocifera- 
tion on the fritz, and it is the wife’s 
night out or else she is knitting a 
garment for you or your children— 
depending on how soon she runs out 
of yarn, and you are absorbed in a 
book like William Faulkner’s Sanc- 
tuary. This is a relaxing scene at 
home, but it has its antipathy in the 
office. The treadmill at the office is 
an express train to heaven knows 
where. The speed with which it 
travels is beyond that of the fastest 
rocket. The lack of clarity in letter 
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writing only adds to the melee in the 
office and results in a hasty reading 
of your message. The attitude in 
writing should not be that of what 
you want, but rather, how can you 
best serve the person to whom you 
are writing? It is with this attitude 
that you can capture the attention of 


CPS EXAMINATION 
DEADLINES 


DECEMBER 1 


Final date on which applications 
addressed to the Qualifications 
Committee will be accepted. 
This affects all new applicants. 


FEBRUARY 1 


Final date for acecptance of re- 
take fees. 


DEADLINE FOR NEW 
TAKE FEES 


Ten days after date of letter 
from Qualifications Committee 
chairman stating that the appli- 
cant has been accepted and is 
qualified to take the examina- 
tion. 


FEBRUARY 20 


Final date for withdrawal from 
the examination with full refund. 
Later withdrawal will mean par- 
tial forfeiture of fees. 


MAY 4-5 


1962 CPS Examination. 


your reader. To philosophize about 
yourself and use phony nine-dollar 
words is disastrous. People are just 
not interested in the malarky about 
yourself. 

A businessman often writes mean- 
ingless sentences. He thrives on long, 
abstract words. He writes in a style 
that defies communication with the 


forty million Americans who prefer 
to read at the eighth-grade level of 
difficulty. 

It is my opinion that the best way 
to develop the art of letter writing is 
to do a lot of good reading on many 
topics. Although business letter writ- 
ing is far removed from the style of 
literary writing, nevertheless, reading 
good literature is good for fueling the 
imagination. I am suggesting a few 
books and brief remarks about each: 

Osborn, Alexander F. Applied 

Imagination—Principles and Pro- 

cedures of Creative Thinking. New 

York: Charles Scribner’s Sons, 

1953. 

I particularly like this book by 
Osborn because it is one for develop- 
ment of the imagination. The pri- 
mary function of the book is to en- 
able the student to better understand 
and to apply his own innate creativ- 
ity to all aspects of his personal and 
vocational life. All human beings, to 
a greater or lesser degree, possess the 
imaginative faculty. Whether this 
talent can be enlarged by training is 
questionable. The point is that the 
student can be trained to use more 
productively the talent which he in- 
nately possesses. For this reason, 
read Applied Imagination. 

Watkins, Everett. Effective Think- 

ing. New York: The Ronald Press 

Company, 1948. 

Ineffective, slipshod methods of 
thought account for failures in every 
phase of life’s activities. Over and 
over again men of excellent talent are 
kept from high executive positions 
because at critical moments they 
make unsound decisions. In Effective 
Thinking by Watkins are found a 
few clear and simple procedures that 
should guard the correspondent 
against the more common mistakes 
he is likely to make. There is noth- 
ing difficult in the book. There may 
be much that is new, much that you 
never heard of before. To write 
clearly is to think clearly! 

Whatmough, Josua. Language—a 

Modern Synthesis. New York: St. 

Martin’s Press, 1956. 

Whatmough’s Language — a Mod- 
ern Synthesis is a book that aims to 
bring together in a new synthesis 
current views about language devel- 
opment in many different fields of 
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knowledge. Chapter V, “Words and 
Meanings,” is helpful in that it 
points out how language must strive 
towards stability — meaning a word 
should mean the same thing to all 
people—in order to serve the means 
of communication. As time goes by, 
some words are changed in meaning. 
The word chlorophyll, for example, 
used to be restricted to the language 
of the laboratory. Since it began to 
be used in advertisements for popular 
products, the connotation changed. 
Some people will associate the word 
titanic with something disastrous be- 
cause they have not forgotten the 
tragedy that occurred to a ship by 
that name. In letter writing, the 
writer and reader’s meaning of a 
word must be the same. 

Aurner, Robert R. Effective Com- 

munication in Business. Fourth 

Edition. Cincinnati: South-West- 

ern Publishing Company, 1958, or 

Parkhurst, Charles C. Business 

Communications for Better Human 

Relations. Englewood Cliffs, N. J.: 

Prentice-Hall, Inc. 

Effective Communication in Busi- 
ness and Business Communications 
for Better Human Relations are both 
good for use as guides in the art of 
communication. The books contain 
an assortment of situations and prob- 
lems taken from the files of business. 
The books describe all kinds of let- 
ters, memoranda, and reports. They 
give principles and tell how to plan 
the various types of letters. They 
also give an explanation of letter 
styles. The mechanics of letter writ- 
ing are lavishly explained. 

Hunt, Kellogg and Stoakes, Paul. 

Our Living Language. Boston: 

Houghton Mifflin Company, 1961. 

In Our Living Language are exem- 
plified writings of both scholarship 
and skill-stories, poems, and plays. 
Jesse Stuart’s “Frog Trouncin’ Con- 
test” and Erskine Caldwell’s “The 
Windfall” are vivid illustrations of 
concrete and specific writing. There 
is no guessing game or an analytic 
debate on what issues are involved as 
opposed to John Steinbeck’s “The 
Chrysanthemums.” The good litera- 
ture in this book may develop your 
mind a great deal. 

Needless to say, the six books 
given here represent an extremely 
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small list of good books available to 
develop and improve the imagination 
and, subsequently, improve the art of 
letter writing. Permit me to caution 
you that limiting yourself to the 
reading and studying of just an 
armful of books will not graduate you 
from “finishing school.”” No one book 
can give you the kind of maturity 
needed to develop an understanding 
of human nature, just as no one book 
can develop character. It requires 
constant reading and studying. And 
I might add that there is a difference 
between reading and learning. Read- 
ing should be done with the purpose 
of learning. 

Now and then some overenthusias- 
tic disciple, who is beyond the reach 
of the teacher’s restraining hand, will 
carry the informal approach too far 
and compose something like the col- 
lection letter that one company 
adopted for a short time: 

“Dear Sir 

“How Do You Do? 

“Some pay when due 

“Some pay when over-due 

“Some never do. 

“How Do You Do?” 

Too many management men flavor 
their written communications with 
personal preferences. This is respon- 
sible for much of the hackneyed, 
wordy writing in business. To dis- 
parage business letters that smack of 
the high-button shoes and celluloid- 
collar era, here is a classic poem com- 
posed from hackneyed expressions: 
“We beg to advise you, and wish 

to state 

That your letter arrived of recent 
date; 

We have it before us, its contents 
noted, 

Herewith enclosed are the prices 
we quoted. 

Attached please find, as per your 
request, 

The samples you wanted, and we 
would suggest 

Regarding the matter and due to 
the fact 

That up to this moment your 
order we’ve lacked; 

We hope you will not delay it 
unduly 

And we beg to remain Yours 
Very Truly.” 





You won’t be the first secretary to rate 
a raise after switching to Eagle-A Type- 
writer Papers. These papers make a girl 
look good! Your work will be neater and 
clearer... and it will be so much easier 
to make changes. 

Eagle-A Boxed Typewriter Papers are 
available in letter and legal sizes in the 
time-saving Eagle-A original “Hinge- 
Top” box or in 100-sheet packets. 

Secretaries and Teachers 

For free booklet of paper samples and 
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facilities of The Western Union 
Telegraph Company 


Wi Has the boss ever asked you to 
buy a present or a gift for someone 
because he forgot an important date 
or anniversary? And in the same 
breath added, ‘Please hurry and get 
it in the mail tonight!” 

If so, you might have saved your- 
self a lot of time, and your boss a lot 
of anxiety, if you had known about 
Western Union’s Shopping Order 
Service. Purchase and delivery of 
gifts of all kinds at distant points 
can be arranged by telegraph. 

This is just one example of the 
many extra services, available to the 
busy secretary, which the telegraph 
company offers in addition to its 
regular message service. 'Today’s 
secretary is called upon to wear 
many hats. She has to think fast 
and come up with suggestions and 
solutions to never ending problems. 

A large part of a secretary’s work, 
of course, is devoted to expediting 
the communications of her company 
through the sending of telegrams to 
buy, sell, manufacture, ship, report, 
etc. Her company may be one of 
50,000 with a Desk-Fax facsimile 
machine, or a teleprinter (printing 
telegraph) machine with which many 
telegrams are sent and received every 
day. But odd jobs also will arise; 
often requiring a knowledge of many 
other services. 

There is the ever-vexing chore of 
securing hotel reservations for a fast 
moving boss. A handy solution is to 
call the Hotel-Motel Reservation 
service. The telegraph company’s 
reservation bureau locates hotel or 
motel accommodations of the type 
desired by the traveler and confirms 
the reservation by telegraph. 

One of the marvels of the Twen- 
tieth Century is the way a secretary 
crams so many activities into her 
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lunch hour. In addition to doing 
some comparison shopping of her 
own, there is often an errand to do 
for the boss. 

Sometimes there are transporta- 
tion tickets to be picked up, and, last 
but not least, a sandwich and a Coke 
have to be squeezed in somehow. 
Here again you can call upon the 
telegraph company’s errand service 
for assistance. Western Union will 
pick up and deliver envelopes, press 
releases, packages, tickets, or secure 
forgotten articles from home or office. 

You can even call upon the tele- 
graph company to help you guard 
against missing an early morning 
plane departure or business appoint- 
ment. For the businessman or woman 
who is a heavy sleeper, Western 
Union provides a Wake-Up service. 
You simply call and send a telegram, 
addressed to yourself, for delivery at 
the time you wish to be awakened. 
You will be called at the time re- 
quested. 

And, what business office can oper- 
ate without sending money? Tele- 
graph money orders are the quickest, 
safest way to send money. A mes- 
sage can be sent with the money at a 
small, additional cost. 

Telegraph Gift Orders help solve 
the problem of what to give. An 
attractive gift order, sent by tele- 
graph, may be used anywhere for the 
purchase of a gift of the person’s own 
selection, or it may be cashed. The 
message accompanying the gift 
money order is delivered on a deco- 
rative telegraph blank or envelope. 

Does someone you know have a 
sweet tooth? Then they will appre- 
ciate receiving a CandyGram, a box 
of candy delivered with a telegram 
inserted under the outer jacket of 
the box. There are times too, when 


a formal gift seems inappropriate and 
a card will not express your thanks 
or appreciation fully, but a Candy- 
Gram could be just the right touch. 

Many companies send greeting and 
social telegrams on colorful blanks 
and in special envelopes, on Christ- 
mas, New Year’s, Valentine’s Day, 
Easter, Mother’s Day, Father’s Day, 
Thanksgiving, and other occasions. 
Also millions of social telegrams are 
sent to friends, business associates, 
customers and prospects, on special 
blanks on birthdays, births, wed- 
dings, anniversaries, and commence- 
ments. For those who wish to be a 
little different, there is the Singing 
Telegram which is sent to convey 
birthday, anniversary, and Valentine 
greetings in song. 

No business can ignore public atti- 
tudes or opinions. Western Union’s 
Market and Opinion Survey service 
offers local, sectional and nationwide 
surveys in thousands of communities 
in every section of the country. 
Through telephone interviews, or by 
messenger delivery and pick-up of 
questionnaires, Western Union gath- 
ers data and flashes it by wire, if such 
speed is required, at any time from 
all parts of the nation. 

This service includes consumer 
opinion of your company or products, 
consumer buying habits, spot check 
of radio and television reactions. It 
checks retailer advertising displays, 
makes traffic counts, and brings 
dealer or reader lists up to date. 


Among the new and improved 
communications services are fac- 
simile, private wire services, data 
transmission, and Telex. 


“Desk-Fax,” the most widely used 
facsimile machine, is a compact de- 
vice used in many thousands of busi- 
ness offices for speedy pickup and 
delivery of telegrams in picture form. 
Another facsimile system, called “In- 
trafax,” is utilized to transmit all 
kinds of record and graphic informa- 
tion speedily and automatically be- 
tween offices and branches of a com- 
pany. 

Private wire services are provided 
to companies with a large volume of 
communications. They are, in effect, 
private telecommunications systems, 
specially designed to meet each com- 
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pany’s needs. Some of them connect 
as many as two or three hundred 
offices and plants in widely separated 
locations. 

One of the greatest incentives to 
the growth of private wire networks 
is the increase in data processing or 
office automation. Most of the new 
Western Union private wire systems 
are adapted for data processing. The 
telegraph equipment and circuits are 
combined with modern business ma- 
chines and perform such diverse 
functions as controlling manufactur- 
ing processes, speeding the process- 
ing of bills, sales, inventory, payroll, 
production, and shipping in a com- 
pany with offices at a number of 
points. 

Telex, the latest two-way, custo- 
mer-to-customer teleprinter service 
permits users to “dial” other sub- 
scribers instantly, regardless of dis- 
tance. It is being expanded to many 
major cities throughout the country, 
where secretaries and others will 
operate its typewriter-like keyboard. 

The present construction of a 
transcontinental microwave beam 
system is one of the most significant 
undertakings in the telegraph com- 
pany’s history. Its completion will 
mark most appropriately the cen- 
tennial of Western Union’s comple- 
tion of the nation’s first transconti- 
nental telegraph line in 1861. The 
new transmission system is engi- 
neered to handle all known methods 
of communications at extremely high 
speeds and in large volume. 

These are some of the major tech- 
nical advances in the telegraph serv- 
ice that are now being carried out. 
There is general agreement that vast 
increases in telecommunications fa- 
cilities will be required within the 
next several years for the swift trans- 
mission of data of all kinds. There 
have even been predictions that the 
volume of data communication will 
exceed, in a relatively few years, the 
present volume of all long distance 
communications. 

Western Union is ready to serve 
the men and women of the business 
world through its many and varied 
services, whether it be the sending of 
a single telegram or the engineering 
and leasing of a high-speed private 
wire system. 


THE SECRETARY—October, 1961 


The new “dial-telegraph” 
Telex equipment permits a 
subscriber to connect di- 
rectly with another sub- 
scriber by dialing his 
number, and then send a 
message from the printer 
keyboard either in page 
form or in perforated-tape. 


More than 38,000 offices of 
business firms have the 
Desk Fax, a facsimile ma- 
chine connected by direct 
wire with the nearest tele- 
graph center. With it busi- 
ness people send and 
receive telegrams instantly 
in picture form by merely 
pressing a button. A tiny 
electronic eye scans the 
telegram and flashes a pic- 
ture of it to Western 
Union. The same machine 
receives with equal speed 
and simplicity. 


\ printer, as shown at left. 








The offices of many thou- 
sands of business firms 
send and receive telegrams 
with a printing telegraph 
machine known as a tele- 
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@If you had the opportunity (or 
responsibility) for planning a pro- 
gram for your chapter—what prob- 
lem or problems in the field of sec- 
retarial procedures would you want 
to have discussed? 

Or, to put it another way—if you 
could ask to have one specific prob- 
lem on office or secretarial proced- 
ures discussed at a meeting—what 
question would you want to have on 
the agenda? 

Or, to be more positive—if you 
had to ask a question relative to one 
problem that has caused you con- 
cern in your office—what question 
would you want to have answered? 

Now, for purposes of discussion— 
let us assume that you MUST ask 
just one question (one to a mem- 
ber, please) which will be answered 
by experts at your next meeting 
How can you get an answer? 

Sound intriguing? You do have at 
least one question don’t you? 

Well, one chapter program chair- 
man sent a memorandum to all mem- 
bers asking them to send their ques- 
tiens to her and offered a prize for 
the three best questions. 

The questions were categorized 
and duplicated for distributing at 
the next meeting. Special seating ar- 
rangements were provided so that 
individual tables with a maximum of 
six members per table were provided. 

Each table had a “chairman” as- 
signed and she was asked to use 
several specific questions from the 
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You Ahad for Ye! 


duplicated list as the basis for their 
“table side research” and to be ready 
to report to the entire group the 
answer that had been decided on by 
her experts to each assigned ques- 
tion. Yes, there were some minority 
opinions! 

The program chairman acted as 
moderator and asked each chairman 
to take five minutes—after dinner 
—to give the answer to their assigned 
problems. After each chairman re- 
ported a brief discussion was held 
on other possible answers. 

Each member present was asked to 
use his own criteria for selecting the 
three questions that she considered 
best. A “ballot” was provided for 
this purpose and the winners were 
announced the following month. 
Your prize might be a copy of Sec- 
retaries on the Spot! 

There were twenty-eight members 
in this Chapter and twenty submitted 
questions — but as a result of the 
numerous memos that had been sent 
to them over a period of several 
months there were twenty-five mem- 
bers present and a number of guests. 

The questions distributed at the 
meeting provided a space for the 
member to indicate which of the 
questions she would like to have dis- 
cussed in detail by an “expert” or 
a panel at a futurem eeting. This 
one question provided the idea for 
three additional meetings. 

Each member was also given the 
opportunity to record on her “ballot” 


by Dr. Fred S. Cook 


Educational Director 


any other questions that she would 
like to have discused at a future 
meeting. Additional program ma- 
terial! 

Some advantages of this program 
were... 

@ each member participated; 

@a major portion of the meeting 

was confined to the dinner hour; 
@each member had the opportun- 
ity to have a question answered 
—to share a problem with others; 

@each member present was get- 
ting what she asked for—an an- 
swer to a specific problem; 

@each member present felt that 

this program was what she asked 
for! 

One of the key elements in an 
effective program is the degree to 
which the individual participates. 
This program was very favorably 
evaluated. 

A mailing list and three or four 
memos will provide you with one of 
the most interesting programs you 
have ever presented. The hardest part 
of this program is the work before the 
meeting. Once the meeting starts 
the program chairman can keep it 
moving along by calling on her in- 
dividual reporters. 

Remember, you like to have your 
ideas used and your questions an- 
swered—so do your members. Do 
give special attention to Program of 
the Month Number One. Chapter 
Presidents will receive complete de- 
tails (and sample memos). 
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Here are your answers: 


YOUR NSA OFFICIAL 
GROUP INSURANCE 





° SALARY PROTECTION RETIREMENT INCOME 
, @ When you are sick or hurt and @ You may choose from $40 to 
can‘t work, you get tax-free sal- $100 a month guaranteed at 


7 
; 
ary benefits of $100, $200, or ey 
; $300 a month for up to 5 years 

’ 


, for accident; up to 1 year for @ Life insurance up to $10,000; 


® sickness. high cash values plus dividends. 





; Plus many other benefits 


GROUP BUYING PROVIDES SECURITY AND SAVINGS IN COSTS! 


NSA Group Insurance 


Send now for full ® FORREST T. JONES, ADMIN. 


information to: 
20 W. 9th St., Kansas City 5, Mo. 
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a new way to write! 





The IBM Setectric is unlike any other typewriter you’ve ever used! ™@ It has no typebars! gm It has 
no moving paper carriage! mM It extends new versatility to a broad range of typing applications. 
@ The secret? The precision-engineered single element pictured above. ™ No bigger than a golf ball, 
it does the work of a ‘‘basketful’’ of typebars—and then some. Skimming across the paper, it prints 
faster than the eye can see. ® This full-size office typewriter offers many other exclusive features. For 


example, a unique storage system that actually remembers, when necessary, one character while another 

is being typed. = Want to change type style? Simple with the Se.ectric! Slip off one typing element a = 

and click another type style in its place. # And you'll find the IBM Sevectric the steadiest of electrics. Change ribbon? One hand does it! 
Because there is no moving carriage, it won't ‘dance’ across your desk. # Ask your IBM Exclusive “Compac’”’ single-unit 


ribbon cartridge makes ribbon 


IBM representative to show you this newest addition to the IBM typewriter line soon. changing easiest and cleanest. 








The Secretary in 


Wi My day as a secretary in Med- 
icine starts no doubt the same as if 
I were a secretary in any other field 
of work. There are always those 
housekeeping chores to be done and 
the mail to be opened, and the phone 
seems to ring incessantly. After that 
the similarity to other secretarial 
positions is slight in some respects, 


and increased in others. 


My boss, Doctor Hurevitz, spe- 
cializes in Internal Medicine and 
Cardiology. He starts appointments 
at ten o’clock. By the time he arrives 
from rounds at the hospitals, usually 
about nine thirty, there have been 
many telephone calls, some for ap- 
pointments which I handle, and some 
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by Margaret Griffith 


Secretary to H. M. Hurevitz, M. D., F. A. C. F., Davenport, Iowa 


for him to return. The latter can 
truly be a problem at times, as he 
has few moments during the day 
when he is not with a patient. If 
another doctor or a hospital phones, 
those calls must be given to him at 
once. Also, he would immediately 
answer a call about an emergency. 


As soon as the doctor arrives each 
morning, I go to his office and take 
notes on any house calls he has made 
since leaving the office the night be- 
fore, and persons who have been 
admitted to the hospital or have been 
discharged. The list of hospital pa- 
tients has been typed on a printed 
form the day before, as I might be 
caught with too many phone calls 


to do it in the morning, and a doc- 
tor’s time is too valuable to keep 


him waiting. 


He will have phone calls he wants 
made, either for me to relay a mes- 
sage for him, or one for him to talk 
to someone. I may have to reserve 
a bed for a patient at one of the hos- 
pitals, or arrange to have an am- 
bulance pick up a patient who is 
being admitted or discharged from 
a hospital. The doctor has notes he 
wants written, and personal jobs for 
me to handle. 


Since we have a dictating machine, 
I have not needed to learn medical 
shorthand. One of the employees, 
who also works in the examining 
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rooms, types the general dictation, 
and for the amount of correspond- 
ence I handle, I have gotten along 
very well by making up my own 
medical characters. If I transcribe 
it soon enough, I can still read my 
own shorthand! 


The business side of the office is 
one of my responsibilities. That is 
handled between phone calls, waiting 
on persons for appointments or pay- 
ments, taking patients into the doc- 
tor’s office, and responding to his 
call or perhaps phoning a pharmacy, 
or a patient, or a hospital. It is rare 
to find many minutes at a time when 
posting or check-writing, and such, 
can be done without interruption. It 
is a pleasure indeed if the checkbook 
balances at the end of the month. 


I am also a bill collector, in a 
broad sense of the word. Posting 
the fees and payments on the ac- 
counts, and mailing monthly state- 
ments, is only a part of this job. This 
is a credit world and we are a part 
of it. A doctor has a very expensive 


operation, because of space needed, 
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"Margaret Griffith, Medical Secretary 


equipment and supplies, and staff. 
He must be paid if he is to keep his 
office open and continue to be of 
service. We have little trouble along 
this line, and that makes my bill- 
collecting much easier. 


One of my most important func- 
tions is arranging the appointments. 
The day must not be too crowded, so 
that the doctor can give his patients 
adequate treatment. If a patient 
changes an appointment to another 
day, that time must not be left open, 
as there is usually someone who 
would like to come in a day early and 
I must know which person to call. 
Thus, the next day has some leeway 
for the patient who calls in the morn- 
ing and urgently needs to come in 
the same day. Frequently we have 
emergencies, or a patient is referred 
by another doctor and he must be 
seen right away. Those are things 
we must expect, and that makes our 
day a little longer than the full ap- 
pointment book indicates. 


Equally as important is the tele- 
phone call from a patient, and there 





are many of them in a day. The tele- 
phone company has done a good job 
of stressing the need for pleasing 
“phoneside manners,” to use their 
own expression, and I hope it has 
rubbed off on me. In a medical of- 
fice the person calling is often the 
patient himself and he may not feel 
well; or it might be a relative who 
is worried about a patient. For that 
reason, more than the usual amount 
of tact is required. 


Sometimes the person who is call- 
ing is making the first contact with 
the office. He must be given a good 
impression. Any patient must have 
confidence in the medical assistants 
as well as in the doctor. 


More and more doctors are now 
working by appointment. This is of 
great benefit to the patient. In our 
office we try not to keep the pa- 
tient waiting any longer than abso- 
lutely necessary, even though we do 
have an attractive reception room— 
and also only the latest issues of 
popular magazines, contrary to com- 
mon belief about magazines in doc- 
tors’ offices. Often a person comes 
early for an appointment, when an 
errand or shopping or business is 
finished sooner than expected. Or, 
if it should be necessary for him to 
wait a while to be seen by the doc- 
tor, he may feel like visiting. This 
may be due to nervousness, or con- 
cern about himself, and talking seems 
to help. We do not, of course, talk 
about the patient’s physical condi- 
tion, as this is only in the doctor’s 
province. Nor would we discuss any 
controversial subjects, even though 
he is the one who directs the course 
of conversation. 


Most of my business life has been 
in the professional field. However, 
I have worked in business enough to 
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see the comparison. A few years 
ago at an NSA workshop, I was im- 
pressed by a remark made in a 
speech by Francis Merrill of Drake 
Univeristy, Des Moines, and recently 
a member of the Institute for Certi- 
fying Secretaries. His comment was 
to the effect that greater stress 
should be placed on the broader 
knowledge, 
skills. 


stances where this is extremely im- 


rather than only the 


I have found so many in- 


portant, especially when working for 
a professional man. Study groups 
sponsored by NSA and Adult Edu- 
cation can be helpful along that line, 
giving us the things we missed in 
high school or college. I am glad to 
have taken advantage of several such 
courses, as well as further college 


business studies. 


I had no special training for my 
job as medical secretary, just years 
of experience in secretarial work; 
although I have done a great deal 
of study by myself, especially learn- 
ing medical words and terms. Hav- 
ing studied Latin has probably made 


this easier for me. 


The years I worked previously for 
Episcopal clergy and bishops were 
as comprehensive as any secretarial 
position could be. They even in- 
cluded bill collecting! 


perience of several years was a good 


Airline ex- 


course in human relations, and a 
very enjoyable one. Another several 
years as secretary to a buyer and 
also to a merchandise manager in 
Iowa’s largest department store was 
invaluable experience, too. 


Dealing with the public, whether 
it be by phone or in person, the 
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customer in a business office or 
the patient in a medical office de- 
serves the best and most courteous 
attention we can give. The basic 





ABRAHAM LINCOLN’S 
10 CANNOTS 


The following compilation of 
ten negatively stated gems of 
political wisdom are from the 
immortal speeches and writings 
of Abraham Lincoln: 


@ You cannot bring about pros- 
perity by discouraging thrift. 


@You cannot strengthen the 
weak by weakening the strong. 


@ You cannot help small men 
by tearing down big men. 


@ You cannot help the poor by 
destroying the rich. 


@You cannot lift the wage- 
earner by pulling down the 
wage payer. 


@You cannot keep out of 
trouble by spending more 
than your income. 


@ You cannot further brother- 
hood of men by inciting class 
hatred. 


@ You cannot establish sound 
security on borrowed money. 


@ You cannot build character 
and courage by taking away a 
man’s initiative. 

@ You cannot really help men 
by having the Government tax 
them to do for them what they 
can and should do for them- 
selves. 











skills required in any office are the 
same, but the terminology and degree 
of use would be different in each one. 
Reception techniques, writing busi- 


ness letters, filing, speaking with the 
public, accuracy of records—all of 
these are basically the same, just 
geared for use in a specific office. 


One of the very first things taught 
to a new medical assistant, regardless 
of the work she is hired to do, is ad- 
vice in Medical Ethics. We have a 
tremendous responsibility to our 
doctor-employer and to his patients. 
The Principles of Medical Ethics 
states: “A physician may not reveal 
the confidences entrusted to him in 
the course of medical attendance.” 
This applies to those persons working 
for him in his office as well. 


In very plain language, it simply 
means that we do not repeat any- 
thing about the patients or what has 
taken place in the office. This was 
not at all hard for me as my father is 
a clergyman, and we were brought up 
to be close-mouthed. The thing that 
was hard was to overcome the habit 
of calling a person by name over the 
phone. It seems a friendly gesture, 
but it cannot be done in our office as 
those in the reception room might 
hear, and thus cause the person on 


the phone some embarrassment. 


The other principles in the Code 
of Medical Ethics are vitally impor- 
tant, too. They help us in our duty 
to help protect the doctor from mal- 


practice actions. 


Days in a medical office can be 
long and very busy, but stimulating 
as well. There is a great satisfaction 
that is gained by a warm and friendly 
attitude to someone who does not feel 
well, and also by keeping the doctor’s 
activities running smoothly so that 
he can help that patient. 
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Chichie CAiie 


BUSINESS ADMINISTRATION 


. ........home is with me until you 


prove. and your ownership. 
(a) Its her’s 
(b) It’s her’s 
(c) Its her 
(d) It’s her 
The..... ....of dividends, retro- 
active.........June 1, was raised 


one per cent. 


(a) basis to 


(b) basis from 

(c) bases to 

(d) bases from 
. The $100 bonus was 


the wage scale. 


(a) complimentary with 
(b) complimentary to 
(c) complementary with 
(d) complementary to 


= See burned while the._.... 
flashed. 

(a) taper lightning 

(b) tapir lightning 

(c) taper lightening 

(d) tapir lightening 


. They purchased the......... See e 


PueprEe Ae es: last month. 

(a) stationery sometime 

(b) stationary sometime 

(c) stationery some time 

(d) stationary some time 
2 was a figure... 

in mystery. 

(a) descendent wrapped 

(b) descendent rapt 

(c) descendant wrapped 

(d) descendant rapt 
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7. 


10. 


Is this Yew... EOS 
(a) your’s theirs 
(b) yours theirs 
(c) your’s there’s 
(d) yours there’s 
. He promised 


(a). , that if he gets the contract, 
he will give you a raise. 


(b) that, if he gets the contract, 
that he will give you a raise. 


(c) , that, if he gets the contract, 
he will give you a raise. 


(d) that, if he gets the contract, 
he will give you a raise. 


. Releases usually pass through 


the hands of the chapter presi- 
dent 


(a) at some of, if not all, the 
stages of circulation to the 
members. 


(b) at some of, if not all of the 
stages of circulation to the 
members. 


(c) at some, if not all of, the 
stages of circulation to the 
members. 


(d) at some, if not all, of the 
stages of circulation to the 
members. 


What is the BEST phraseology 
for the following? 


(a) Time is wasted in useless 
arguing both in the Board 
meeting and Chapter meet- 
ing. 

(b) Time is wasted in useless 
arguing in both the Board 
meeting and the Chapter 
meeting. 


it. 


12. 


13. 


answers 





(c) Time is wasted in useless 
arguing both in the Board 
meeting and in the Chapter 
meeting. 

(d) Both the Board members 
and Chapter members waste 
time in useless arguing. 


Which is the correct usage of the 

word “where” in the following? 

(a) Where a deadline is set, it 
should be adhered to. 

(b) I see in the minutes where 
the bylaws was passed. 

(c) Where the dinner is to be 
held was announced in the 
bulletin. 

(d) Majority vote is where more 
than half the voting assem- 
bly agree to the motion. 


Which of the following is correct? 

(a) Vote for the candidate whom 
you think will best fill the 
job. 

(b) Who do you wish to see 
selected? 

(c) Mary Green is the candidate 
who I favor. 

(d) Mary Green is the candidate 
whom I believe will win. 


Which of the following is cor- 

rect? 

(a) Passage of the bylaw can be 
effected only by unanimous 
vote. 

(b) Passage of the bylaw will 
effect the entire member- 
ship. 

(c) The delegate effected ignor- 
ance of the implication of 
the bylaw. 

(d) The change in bylaw will 
affect a complete change in 
procedure. 





(q) 
(8) “€T (2) 
(P) “ar (2) 
(9) ‘IT (8) 
(9) ‘OT (P) 
(8) 6 (8) 
(P) ‘8 (2) 


AN OHO Oe 
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PROFESSIONAL 
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by Dr. Lyle Maxwell 


and 


Marjorie L. Ater, CPS 


members of 
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Wi If there has been a decided im- 
provement.in the operation of our 
nation’s offices, there is a real reason 
for it. Twenty-one CPSs should now 
be applying the knowledge they 
gained at the first Human Relations 
Seminar sponsored by the Institute 
for Certifying Secretaries and held 
August 13-18, 1961. The beautiful 
campus of the University of Colorado 
at Boulder, in the heart of the 
Rockies, was a perfect setting for the 
Seminar which proved to be chal- 
lenging, exciting, and especially- 
tailored for CPSs. 

Twelve states and the District of 
Columbia were represented at the 
Seminar, and California led the na- 
tion with five participants. Only 
Certified Professional Secretaries 
were eligible to participate. Members 
of The National Secretaries Associa- 
tion and nonmembers were given an 
opportunity to attend, and there were 
no academic prerequisites. Some of 
the participants were sponsored by 
their companies, but the majority 
paid their own Seminar fee and 
transportation costs. 


Dr. Lyle Maxwell, Head, Business 
Education Department, Northern 
Illinois University, served as Co- 
ordinator. The Director of the Semi- 
nar was Mr. Paul Hersey, Chico 
State College, Chico, California, 
formerly with the Department of 
Management, Northern Illinois Uni- 
versity, DeKalb, Illinois. Other lec- 
turers were Dr. Selwyn Becker, As- 
sistant Professor of Psychology, Uni- 
versity of Chicago; and Mr. Donald 
J. Jenkins, Manager of Personnel 
Research, Training and Education, 
Sandia Corporation, Albuquerque, 
New Mexico. 


The main areas of discussion were: 


@ Dynamics of Behavior; Perceiv- 
ing the World Around Us; 
Change in Behavior (problem- 
solving) . 


@ Memory Processes and Effective 
Retention; Principles of Learn- 
ing; Communications; Getting 
and Giving Information. 


@ Role and Personality Requisites 
of the Executive; Individuality 
and Understanding One’s Self; 
Function and Environment of 
the Executive. 


@ Group Dynamics; Structure and 
Function of Groups; Group Mo- 
rale and Leadership. 


@ Organizational Behavior; Talk- 
ing with People and Interview- 
ing Skills. 

Our study was expanded to cover 
the fundamentals of perception and 
sensation, problems in teaching, and 
memory aids. The primary functions 
and the major skills of a manager 
were pointed out to us. In reviewing 
the importance of motivation, we 
were surprised to learn that one need 
work only at thirty per cent of capac- 
ity to hold his job, while most indi- 
viduals could work up to eighty- 
ninety per cent of their capacity. The 
importance of careful consideration 
of the Knowledge (head), Attitudes 
(heart), Skills (hands), and Habits 
(actions) of those about us was em- 
phasized. 

We discussed the problems of 
supervision and learned how and at 
what frequency to evaluate the per- 
formance of those under our super- 
vision. The importance of research 
in tomorrow’s business was an in- 
teresting topic, as was the discussion 
of management in the United States 
compared with European countries. 
Perhaps the most important thing we 
learned is that in order to under- 
stand others in proper perspective, 
we must first learn to understand 
ourselves. 

Sessions were held mornings, after- 
noons, and some evenings. However, 
we did not forget the traditional 
“coffee break” which was our only 
reminder during the week of our 
daily routine back home in our offices. 

Participants resided in single or 
double rooms in Libby Hall, one of 
the University’s newest residences. 
During the week they learned that 
living together can be fun—even in 
a college dormitory. Breakfast was 
served cafeteria style; lunch and din- 
ner were served family style. For 
fear that potential participants in 
future Seminars will be discouraged, 
nobody mentions how much weight 
she gained because she did not move 
away from the table fast enough. 

The group was permitted to attend 
University functions and use its 
facilities. During the free periods 
some spent their time under the 
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stars at one of Shakespeare’s plays; 
attended lectures on the life of Oliver 
Wendell Holmes; enjoyed a musical 
recital; or looked into space from 
the University’s Observatory. The 
more athletic individuals spent their 
free moments swimming, or playing 
golf or tennis. 

Many planned vacation trips be- 
fore or after the week of study to 
visit points of interest in the Den- 
ver area. Trips to the Red Rocks 
Amphitheatre and to the Rocky 
Mountain National Park were a 
“must” for some of the group. Others 
enjoyed the Pikes Peak tour which 
included visits to the Garden of the 
Gods, the Cave of the Winds, the 
Cheyenne Mountain Zoo, and the 


Will Rogers Shrine. Since we learned 
much about the people and the area 
from such visits, these trips were 
educational in nature and comple- 
mented our Seminar. 

Many saw the play, “The Miracle 
Worker,” the story of Helen Keller’s 
life, at the famous Opera House in 
Central City. Since the play empha- 
sized many of the facets of human 
relations which the lecturers had 
stressed during the week, it had 
particular value. 

At the close of the Seminar, each 
participant received a Certificate of 
Attendance. Although it is nice to 
have some tangible evidence of the 
time, effort, and money which were 
expended during the week, the in- 


tangible benefits cannot adequately 
be measured. This was an unusual 
opportunity to accomplish many 
things: to grow professionally 
through learning from outstanding 
lecturers and sharing ideas with 
others; to discuss the human rela- 
tions problems facing each one in 
her role as a secretary; to make new 
friendships which will last through- 
out the years; and to enjoy both 
work and recreation. 

Our only regret is that all CPSs 
could not attend the Seminar. It is 
our hope that these Seminars will 
be continued and that you will begin 
making plans to attend one. How- 
ever, we warn you—you would have 
to stand in line. 


AL the University of (ohial. 





SEMINAR PARTICIPANTS 


Row 1: Florence Smith, Oklahoma City, Oklahoma; Dorothy 
Liese, San Francisco, California; Marjorie Ater, Columbus, 
Ohio; Gertrude E. Birkman, Houston, Texas; Janice Sutton, 
Dunkirk, Indiana; Dorothy Bradley, Buffalo, New York; 
Row 2: Marian Wager, Chino, California; LaVonne Carlson, 
Wichita, Kansas; Velma Gooch, Dayton, Ohio; Rachel Hen- 
necke, Rapid City, South Dakota; Gertrude Helmstetter, 
St. Paul, Minnesota; Row 3: Helen Juinger, Washington, 
D. C.; K. Marie Benston, Minneapolis, Minnesota; Alice 
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Wolfram, Detroit, Michigan; Marjorie Lipke, Chicago, IIli- 
nois; Dorothy Dana, Oakland, California; Norma Troy, 
Fresno, California; Row 4: Dorothy Peery, Amarillo, Texas; 
Margaret Gignac, Detroit, Michigan; Frances Jensen, Los 
Angeles, California; Freda Taylor, Memphis, Tennessee; 
Row 5: Paul Hersey, Director; Dr. Selwyn Becker, Lecturer; 
and Dr. Lyle Maxwell, Coordinator. Lecturer Donald J. 
Jenkins is not shown. 
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The Secretary 's Library 


OCCUPATIONAL PLANNING 
FOR WOMEN, Marguerite Wyk- 
off Zapoleon, Harper & Brothers, 
New York, N. Y. 


This book is written mainly for 
those who give vocational guidance 
to girls and women. 


It appraises basic education for 
guidance personnel and outlines pro- 
grams used by schools; employment 
agencies; industrial personnel de- 
partments; public employment 
offices; and describes recent activities 
of state and federal agencies in this 
area. 


Although this book has little infor- 
mation for study in CPS prepara- 
tion, there are several up-to-date 
tables of interest on the employment 
status of women fourteen years of 
age and over in the United States, 
April 1959; major occupation group 
of employed women in the United 
States, April 1959; and twelve lead- 
ing occupations of employed women, 
1950. 


Reviewer: Margaret C. Lanphear, 
CPS, Kalamazoo, Michigan. 


PRINCIPLES OF ACCOUNTING 


—Intermediate, Finney and Mil- 
ler, Prentice-Hall, 1958. 


This book is designed for students 
on the college level or for those who 
have some prior study or experience 
in accounting. 


The first two chapters review in- 
troductory accounting. Chapters 3 
through 20 thoroughly cover the sub- 
jects of liabilities and reserves. The 
balance of the book deals with ana- 
lytical accounting, which would be of 
little value to the secretary and is, 
therefore, not included in this review. 


There are numerous examples and 
illustrations of working papers and 
financial statements. Chapters 5, 6, 
and 7 cover capital stock and cor- 
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poration accounting, including sur- 
pluses, dividends, and trusts. 


The chapters on inventories and 
investments are a little lengthy, and 
cover several facets of these subjects 
which are not too pertinent to a sec- 
retary’s needs. 

The balance of the applicable 
chapters cover depreciation, dispo- 
sals, amortization, long-term liabili- 
ties, and operating reserves and con- 
tingencies. 

The book is written in a simple, 
direct fashion and is easy to read and 
to understand. The illustrations are 
excellent. The book is clearly in- 
dexed, and numerous paragraph and 
subheadings are used, making it a 
good reference book as well as text- 
book. The Assignment Material Sec- 
tion contains questions and problems 
for each chapter. A workbook accom- 
panying the text is also available to 
provide additional problem material. 


Although it has been written as an 
intermediate volume, the reviewer be- 
lieves it could be used as a basic 
accounting book, especially if the 
problems in the Assignment Material 
Section are worked out and the work- 
book used. This book is highly rec- 
ommended as a source of study for 
the CPS examination. 


Reviewer: Hazel Deneen, CPS, 
Inglewood, California. 


ECONOMICS, Umbreit, Hunter & 
Kinter, McGraw-Hill Book Co., 
Inc., 1957. 
Written on the college level, this 
book includes these four divisions: 
Foundations of Economic Life. 


Income, Money and Employment 
(The Economy as a Whole). 


The Determination of Prices and 
the Distribution of Income. 


Some Major Problem Areas. 
The book is clearly written and 





well designed for quick comprehen- 
sion. In addition to covering many 
major areas of study for the CPS 
examination, its value is increased by 
a summary following each chapter 
and a list of excellent review ques- 
tions. These questions seem to be 
pertinent to the material in the text. 
Also, many suggestions for additional 
reading are included. 


Although the text provides very 
good background information on 
labor and social security, these 
areas, in particular, have undergone 
major changes since the publication 
date of 1957. 


The many headings and questions 
would make for an easy review imme- 
diately prior to taking the examina- 
tion. 

Reviewers: Dorothy T. Byrd, CPS, 
Claremore, Oklahoma; Helen M. 
Cordill, CPS, Sacramento, Califor- 
nia; Beth Fisher, CPS, Downers 
Grove, Illinois. 


HOW TO USE THE BUSINESS 
LIBRARY WITH SOURCES OF 
BUSINESS INFORMATION, John- 
son & McFarland, South-Western 
Publishing Companny, 1957. 

This text is a basic, being a com- 
pact, handy reference book designed 
for advanced students, secretaries, 
and businessmen. 

The first unit of the book details 
the fundamentals of library usage, 
giving specific functions of the three 
common locators (the card catalog, 
the Cumulative Book Index, and the 
Publisher’s Weekly) and the three 
major classification systems (the 
Dewey Decimal System, and the 
Library of Congress, and Cutter sys- 
tems). 

The next four sections deal pri- 
marily with current business refer- 
ences. Each section is headed by 
narrative describing the value of the 
type of book listed and followed by 
an alphabetized listing of applicable 
references. For example, Section 2 
outlines briefly the pertinent refer- 
ences covering administration and 
management, accounting and audit- 
ing, credit and finance, foreign trade, 
government, insurance, labor and 
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personnel relations, marketing, and 
shipping. 

Section 3 outlines the various pub- 
lications of current interest such as 
indexes of publications for general 
use, special subject matter (account- 
ing, art, education, and engineering) , 
and also gives a brief summary of the 
purpose and scope of trade, business, 
and financial magazines. 

General purpose directories and 
directories of periodicals are detailed 
in Section 4, while specific business 
directories are found in Section 5. 
The latter section gives a complete 
listing of all common trade references 
as well as those used in fields such as 
export and import trade, food pro- 
duction, petroleum, and textiles. For- 
eign directories are also included. 


Section 6, dealing with business, 
economic, and financial services, lists 
first corporation directories which 
give information on business and 
government units offering opportuni- 
ties for investment. Other areas of 
interest include current business and 
financial bulletins, legislative and 
regulatory services, legal and eco- 
nomic reports, banking, legislation, 
taxes and tax services, other regula- 
tory services, and newsletters. 

The next section, covering govern- 
ment publications, lists and briefly 
describes some of the more important 
publications and indicates others 
which may be of interest. Included 
in the coverage are publications by 
federal and state departments and 
agencies. 

Section 8 lists regulatory and 
quasi-governmental agencies, de- 
scribes the function of the agency, 
and, in most instances, lists the more 
important publications which it 
issues. 

The major social and economic 
foundations in existence today are 
listed in Section 9 with a short narra- 
tive giving brief information on the 
organization’s background, purpose, 
and publications. The groups cov- 
ered in this section include The 
American Management Association, 
The National Industrial Conference 
Board, and the National Research 
Council. 


Section 10 similarly covers com- 
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mercial, industrial, technical, and 
trade organizations. The United 
States, International, and State 
Chambers of Commerce are described 
as well as the National Association 
of Manufacturers, the American 
Marketing Association, and similar 
groups. 

In Section 11, the major almanacs 
are described, dictionaries of general 
and specific usage are covered, and 
eleven encyclopedias are easily com- 
pared from the standpoint of subject 
matter, intensity of coverage, and 
technicality. 

Aids for small business covered in 
Section 12 include a brief description 
of the Small Business Administra- 
tion, its size, organization, and pur- 
pose. The major publications and 
services of SBA are presented as well 
as a variety of references specifically 
directed toward small business, its 
problems and operation. 

Section 13 first describes and com- 
pares the various types of audio- 
visual aids, outlines the sources from 
which they can be obtained, and lists 
references and literature pertaining 
to these aids and their use. 


In Section 14, the proper manner 
of conducting business research is 
outlined, report setup is presented 
and footnotes and the bibliography 
are described and illustrated. 

The book might be improved by 
including the headquarters’ addresses 
of the organizations and agencies 
covered in Sections 8, 9, and 10; by 
including an alphabetized list of pub- 
lishers and their addresses; and pos- 
sibly including the cost of the publi- 
cations themselves. These additions, 
however, would subject the book to 
obsolescence more quickly, and per- 
haps this is the reason for these 
omissions. 

This small, desk-size, paper-back 
manual is complete, concise, well- 
organized, and quite current. It is a 
must for every conscientious secre- 
tary. 


Reviewer: Beth Fisher, CPS, 
Downers Grove, Illinois. 
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you through your work—and help guide you 
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© how to route incoming mail more effec- 

tively 

PLUS special removable feature, “Secretarial 

Clinic’, to file as handy references. 
And P.S. as a recognized professional guide 
for secretaries is COMPLETELY TAX DE- 
DUCTIBLE! You can deduct its full cost 
from your yearly tax bill. It comes to you 
twice each month (24 informative issues a 
year) at a cost of only $1.25 per month. 
Mail the attached post card (or coupon be- 
low) now and I'll send you the very next 
issue the moment it is off the press. You 
will also receive a FREE GIFT copy of 
“THE EXECUTIVE SECRETARY.” 


oe cee. “Ty 


The Bureau of Business Practice 
Dept. 5814-M1 
New London, Connecticut 


Please start my introductory 1 year’s subscription 
to P.S. right away—and send me my free copy 
of ‘“‘THE EXECUTIVE SECRETARY.”’ I un- 
derstand that the cost is $1.25 per month, to be 
billed 15 days after first issue is sent. 


| C Bill me 
| 


0 Bill my employer 


| DS eskt+ td R ede kee 
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(Continued from Page 4) 


probe into the meaning and catch the 
impact of the message of this code of 
ethics, must have some insight into 
female psychology, and above all 
must esteem and evaluate her own 
dignity as a woman. The whole code, 
and especially the first paragraph, 
presupposes a knowledge of the dig- 
nity of woman and builds upon this 
as upon a foundation. 

It is a recognized fact that woman 
has a powerful influence in all phases 
of human life. In most cases, this is 
not a blunt and direct impact but 
rather an indirect and subtle persua- 
sion. And the secretary who wishes 
to make her influence more telling 
must appreciate this and accustom 
herself to this mode of approach. 
However, the manner of her influence 
is not the most important factor. 
Rather, it is her dignity as a woman. 
Her very nature and her excellence 
as a female, these are the most in- 
fluential elements of her make-up. 
Add to this the fact that woman is 
more idealistic than man. The com- 
bination of these factors is what 
makes the impact that is woman. 


The secretary who would properly 
fulfill her professional role must be- 
gin by deepening within herself her 
own appreciation of herself as a 
woman. She must recognize her in- 
trinsic worth and excellence, not in 
a prideful way, but in a humble and 
appreciative way, realizing that these 
great gifts come from God to her. As 
she grows in this inner recognition, 
spontaneously there will develop an 
enrichment in the grace and charm of 
her external behavior. Habitually, 
she will show that moderation in her 
thoughts and actions we call sobriety, 
and she will have the inner strength 
that will enable her “to maintain 
poise and dignity under all condi- 
tions and circumstances.” Then will 
she have the enobling and refining 
influence that is characteristic of 
woman. Then will she be contribut- 
ing “the invaluable influence of 
woman’s life in all she touches.” This 
is the foundation and the high ideal 
that is presented to you in the first 
paragraph of your Code of Ethics. 
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The second paragraph treats of the 
standards ‘of professional conduct 
that is expected of secretaries worthy 
of their name. 


The code takes a positive approach 
and enumerates the virtues a profes- 
sional secretary must exercise. First, 
there is the furthering of the interest 
of the business with which she is 
connected. This means she must be 
helpful and beneficial in the way she 
executes the duties of her position so 
that she presents her positive contri- 
bution to the advancement of the 
organization. To be deficient in this 
respect would mean that she would 
be a drag on the business, dead 
weight. This could happen if she did 
her work poorly or wasted time and 
failed to put out the volume her job 
demanded of her. The professional 
secretary simply cannot be guilty of 
such failings. They would be devia- 
tions from her Code of Ethics. Rather, 
she must so perform her duties that 
she joins the common effort of the en- 
tire personnel to push the business 
forward and make it grow. 


Secondly, she must exemplify 
loyalty and conscientiousness. Loy- 
alty is one of the chief virtues she 
must cultivate. And this loyalty must 
be extended not only toward the par- 
ticular boss or individual for whom 
she works, but also toward other 
members of management as well as 
toward her fellow office workers. This 
sense of fidelity and constancy to- 
ward her immediate superior colors 
her whole relationship with him. 
Through repeated close contacts with 
him, she learns to appreciate the 
finer qualities of his little idiosyn- 
crasies. Loyalty toward him urges 
her to concentrate on his good quali- 
ties and smooth over with under- 
standing his weaknesses. After all, 
everyone has his limitations. And 
when she projects an image of his 
character to others, she paints him in 
his proper colors. If he happens to 
be a bit grouchy at times, she could 
depict his as a sour, discontented 
person to others. But if she did, 
she would be falling from her ideal 
and deficient in the loyalty de- 
manded of her by her code. Rather, 
she should say that he may be prone 
to grumble at times; but, behind it 
all, he has a heart full of kindness 


and understanding —or whatever 
happened to be his good qualities. 
Loyalty demands this. 


Likewise, as secretaries you must 
show loyalty and fairness toward 
your fellow office workers. It is in 
some measure through you that your 
boss gets to know and understand the 
other members of the working force. 
Conveying an honest and fair ap- 
praisal with emphasis on the good 
qualities is what your loyalty toward 
your fellow workers demands of you. 


A very important element of your 
loyalty to your boss concerns your 
capacity and obligation to preserve 
secrets. The nature of your work 
opens up to you an amount of in- 
formation about the business opera- 
tions and even personal matters 
about the boss himself. By all stand- 
ards of ethics, the secretary is bound 
to preserve these matters secret. Any 
violations of such secrecy, except in 
rare cases when the common good 
demands revelation, could easily be 
a serious breach of ethical conduct, 
certainly a grave act of disloyalty. 
The professional secretary knows 
how to give evasive answers and 
block unwarranted and nosy probing 
by curious and interested individuals. 
Her loyalty to her boss and to the 
company for which she works de- 
mands this of her. 

When we say that the professional 
secretary is conscientious, we mean 
not only that she is serious in her 
work, but also that all of her actions 
are governed by and in conformity 
with the dictates of her conscience. 
In other words, she guides all her 
actions by what her conscience tells 
her is the right thing to do. This 
eliminates from her actions anything 
that is dishonest or deceitful, either 
to the company or to anyone else. 

Lastly, the professional secretary 
must “exercise patience at all times.” 
Because she is so frequently dealing 
with matters that demand constant 
attention with small details, she must 
develop self-control and a capacity 
to endure trying circumstances. If 
she doesn’t, she will lose patience 
with herself or with others around 
her, and reduce the caliber of her 
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NEW PRODUCTS AND METHODS FOR SECRETARIES 





New York. 





OVER-TYPE CORRECTION PAPER AND 
TYPE CLEANER 


Over-Type correction pare is marketed in a handy dispenser. 
It is guaranteed to put an end to messy erasures. Merely 
type out the errors and type in the corrections. The typist 
simply inserts Over-Type 
type cleaner into her ma- 
chine as she would a sheet 
of paper. The cleaning 
surface facing the type, 
with ribbon in stencil posi- 
tion strike keys several 
times against special clean- 
ing surface until type is 
clean. Write Old Town 
Corporation, 750 Pacific 
Street, Brooklyn 38, New 
York. 
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HANDY 
TAPE-MATE 


Makes quick, easy 
work of dispensing 
cellophane tape. 
Light, simple to re- 
fill, and exact in 
the amount of tape 
dispensed. Opera- 
tion is one-handed. 
It is a product of 
Tape-Mate divi- 
sion of Nu-Era 
Corporation, Roch- 
ester, Michigan, 
and available from 
your stationers. 


ROYALMETAL SECRETARIAL CHAIR 


This “300 Series” secretarial chair has over-sized 
adjustment nobs for easy feminine use. 
durable fabric over rubber foam allows for trim 
tailoring of seat, the company says. Write: Royal 
Metal Company, One Park Avenue, New York 16, 


Light, 








QUICK COFFEE MAKER 


Coffee is placed in the unit’s filter and cov- 
ered with the perforated lid. Boiling water is 
poured into the Quick Coffee Maker and drips 
to the cup below. Write: RMS Electronics, 
Inc., 2016 Bronxdale Avenue, The Bronx 62, 
New York. 





STEN-X NEW 
SECRETARIAL AID 


Sten-X, a stenographic notebook holder made 
of chrome-plated steel folds compactly for 
storage in a desk drawer has just been put on 
the market by the Cel-U-Dex Corporation. It 
is available from your stationer. 








10 


WAYS TO A 


Whore i cessful 
Fivas --Secretary 


by Sandra Stearn 


Secretary from Union 
Carbide Corporation 


Bronx, New York 
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@ The record for endurance is prob- 
ably held by the boss-secretary team: 
thirty-five hours a week, five days 
a week; multiplied by months, per- 
haps years. Yet it is subject to all 
the daily pressures, tensions, and 
problems of business. 


A prerequisite for the success of 
the boss-secretary team is based upon 
human chemistry; liking each other 
and being able to get along with each 
other. This is basic to everything 
else. Since in most cases the boss 
hand-picks his secretary, and the 
secretary has the power to veto, this 
should present no problems. Mis- 
takes are made, of course. 


The following ten pointers build 
from this prerequisite. Some seem 
obvious. Yet they are often taken 
for granted in the rush of the busi- 
ness day—and more often forgotten. 
They should help to make the boss- 
secretary relationship more stimulat- 
ing, more enjoyable, and more suc- 
cessful. 


The Power of “Please” and 
“Thank You” 


There are times when good man- 
ners help make life tolerable, espe- 
cially in an office. “Please take care 
of this, Miss Johnson,” creates a 
better attitude than “Take care of 
this, Miss Johnson.” Miss John- 
son will take care of it with or with- 
out the “Please,” but that is beside 
the point. “Thank you” helps matters 
too. 

These words should also become 
an active part of every secretary’s 
vocabulary. 


Don’t Blame Each Other for 
Mistakes 


I knew a boss who, whenever his 
secretary made a mistake, said, “Miss 
Johnson, you did this all wrong. . .” 
However, when he was in the wrong, 
he said, “We made a mistake here. 
We should have .. .” 

On the other hand, secretaries 
sometimes say, “But Mr. Smith you 
dictated . . . I have it right here in 
. . I transcribed exactly 


my notes. 
what you said...’ 


In both cases, it would save time 


and save face to get down to busi- 
ness and make the correction, for- 
getting who did and who said what. 


Be Open to Suggestions 


A good secretary is a good sound- 
ing board. She also has ideas, but 
may be reticent about presenting 
them unless she feels she will have 
a receptive ear from her boss. 

Sound out some of your ideas on 
her. “What do you think of this, 
Miss Johnson?” is music to most 
secretaries’ ears. 


A Sense of Humor Helps to 
Relieve Tension 


The right word at the right time 
helps both of you get through a day 
when you should have stayed in bed. 


Find Time to Chat 


Chatting about things other than 
business—hobbies, plays, food, or 
just something you heard on the 
radio that morning—is one of the 
best ways for a boss and secretary 
to come to know each other. 


It takes only a few minutes each 
day, and can make the relationship 
that much more enjoyable. 


Don’t Gossip About Each Other 


Secretaries seem to be more guilty 
of this than bosses. 


The conversation of some secre- 
taries at lunch or in the lounge is 
centered around their bosses. They 
often quote a pet peeve or what they 
consider to be a peculiarity of his. 
“Mr. Jones says he cannot stand 
secretaries who smoke at _ their 
desks.” “Mr. Smith told me coffee 
breaks are for people who have 
nothing else on their minds.” 

Or, they relate something personal, 
which the boss told them in con- 
fidence. “ ... Mr. Brown tried to 
get his son-in-law in the company, 
[| ras 


Respect Each Others Privacy 
A desire for privacy can usually 
be sensed. 


A secretary who knows her boss 
can usually sense when he wants to 
talk in private on the phone; or when 
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he would like her to leave after intro- 
ductions have been made. 

Bosses should also sense this desire 
for privacy on the secretary’s part. 


Don’t Try to Reform Each Other 


The temptation to reform each 
other is always great, but always 
dangerous. Secretaries should ac- 
cept bosses as they find them, and 
adapt to their personalities and likes 
and dislikes. 


Bosses sometimes try to reform 
secretaries in the small things, which 
to the secretary are big things. Re- 
sentment is usually the result. It 
would be better if bosses learned to 
live with the secretary’s faults; that 
is, if the assets outweigh the liabili- 
ties. 


Be Considerate in the Small 
Things 
It is the small irritations that are 
apt to get under your skin. 


From the secretary’s point of view: 
If overtime is necessary, secre- 
taries appreciate having as much 
notice as possible so they can plan 
accordingly. When dictation or 
other work runs into lunchtime, ask 
your secretary if she has a luncheon 
appointment to make. (If she does 
not, she will appreciate your asking 
anyway.) 
From the boss’s point of view: 
Bosses like secretaries who make 
a point of knowing their personal 
likes and dislikes and then follow 
through on them. For example: Ar- 
range pencils, pens, pads, and other 
accessories in his office. Regulate 
the thermostat and blinds. Keep a 
supply of tissues, cigarettes, matches, 
aspirin, mints, etc. on hand if you 
think he will want them. 


Don’t Push Each Other 


A boss who knows that his secre- 
tary is reliable does not have to push 
to get a job done. As a matter of 
fact, she will do the job better with- 
out the pushing. So relax. 


Secretaries must adapt to the 
boss’s pace. If you are a speed demon 
with energy to burn, and your boss 
is the slow sure type, learn to slow 
down. Relax. 
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(Continued from Page 26) 


own work or diminish the efficiency 
of her fellow workers. 

These, then, are the specifically 
professional virtues that your Code 
of Ethics demands of you. To live 
up to this code would indeed enhance 
the proficiency of your secretarial 
skill. 

The next paragraph of the code 
is very broad and demands whole- 
some and upright conduct in to- 
tality of the life of the secretary. 


This resolve goes beyond working 
hours and includes the whole of the 
life of the secretary. In every one 
of her thoughts and actions, she must 
be “clean and wholesome.” This pat- 
tern of conduct springs from an ap- 
preciation she has of the sacredness 
of the generative power she has 
locked up within her, a sharing in 
the creative power that is proper to 
God alone. From it arises the warm- 
est and the most satisfying ties 
known to human nature—the family. 
Only if she has a healthy attitude 
of mind toward this deepest of as- 
sociations between male and female 
can she direct her conduct according 
to the high standards put down in 
the Code of Ethics. And this clean 
and wholesome approach is de- 
veloped from her whole life, not 
merely from her behavior during 
working hours. That is why the code 
demands of her an entire life that 
is beyond reproach. 

If the secretary has this sound 
and salutory approach to the male- 
female relationship, her office be- 
havior will meet the high standards 
expected of her. She will know how 
to be warm and genuine in her as- 
sociations, yet she will instinctively 
keep her appropriate distance. Her 
dress and composure will be attrac- 
tive, yet properly modest. Her con- 
versation and speech will have the 
reserve and refinement that so be- 
comes a woman of character. 

If there is any area where the 
influence of woman is dominant, it 
is certainly this characteristic man- 
woman relationship. She is, as it 
were, in the driver’s seat. She is the 


one who controls the tone and the 
drift of the man-woman relationship. 
If she compromises her ideals and 
descends to vulgarity or even to un- 
ethical conduct, she is the one who 
is degraded far more than the man. 
Any pattern of office behavior that 
fails to meet the ideal of clean and 
wholesome living will sooner or later 
be a source of agony and suffering, 
as well as a lessening of professional 
efficiency. 


We now pass to the last para- 
graph of the code, which enumerates 
some of the beneficial effects result- 
ing from fidelity to its precepts. “To 
encourage ambition, to lend hope, 
to nourish faith,” these are the bene- 
fits to others the professional secre- 
tary should communicate. Those who 
have the privilege to associate with 
her will experience an uplifting de- 
sire to achieve the goal they have 
set for themselves, will have a re- 
newed hope of attaining their desires, 
and be confirmed in their conviction 
that good people can work together 
for their mutual betterment as well 
as the common good of all. Truly the 
influence of the professional secre- 
tary goes far beyond the particular 
skills and aptitudes she brings to 
her job. It is she, the person who 
exerts the most profound and last- 
ing beneficial impact. 

The concluding clause is most 
fitting and most meaningful. It states 
“|. . remembering that the eternal 
laws of God are the only ones under 
which we can truly succeed.” There 
can be false success. Success is true 
when it is accomplished by the de- 
velopment of the finer things of life, 
the deepening of the inner dignity 
of the human personality, the expan- 
sion of its moral goodness and worth. 
Any success that sacrifices any of 
these spiritual values is really not 
worthy of the name success and can- 
not give more than the outward trim- 
mings of real success; namely, money, 
prestige, and status. It is only by 
remaining faithful to the eternal laws 
of God that one can achieve true 
success. Harken to the words of 
your code, make them meaningful in 
your own life, and you will reap the 
richness not necessarily of money 
and prestige, but certainly of spir- 
itual growth and true success. 
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NSA AT DETROIT BUSINESS SHOW 
Janet Dennison, educational representative for International Business Machines; 
Virginia Stone, executive director, The Detroit Business Show; and Marion John- 
son, president, Detroit Transcript Chapter at the Detroit, Michigan, Business Show 
where they viewed machines that think, memorize, listen, talk, print, duplicate, and 
perform hundreds of other office tasks. 


NOLA CHAPTER FASHION SHOW 
Fashions from cotton seed and flous 
sacks are modeled by Mrs. Eleanor 
Morton, left, and Mrs. Louise Held, 
members of NOLA Chapter, New Or- 
leans, Louisiana. An _ eighteen- piece 
cotton-bag wardrobe was loaned to the 
chapter by the National Cotton Council 
of America, Memphis, Tennessee, for 
the show aboard the River Queen in 
New Orleans. 








RARE PURCHASE MADE ON 
NSA EUROPEAN TOUR 


Mrs. Angeline Krout, president of 
Monumental Chapter, Baltimore, Mary- 
land, displaying map of Etruscan zone 
visited during the NSA-sponsored 
European Tour, and Etruscan ware 
which she brought back to Baltimore, 
later to find that it was of the era be- 
tween 700 and 800 B.C. 





NSAHTF BENEFIT DINNER 


Raising money for the Home Trust 
Fund, and enjoying a Chinese dinner 
are Lake Merrit Chapter, Oakland, 
California members Dorothy Liese, CPS 
(standing left), president; Elsie Giani; 
Eugene Scruggs; Pauline Gouran; Mil- 
dred Bogard; Marie Bishop, CPS, 
former southwest district vice president; 
Mable Fountain; Rosalie Jones; Kay 
Eppse; and Lila Berg, chairman. The 
chapter previously held a _ pancake 
breakfast for the NSAHTF, and from 
the two benefits have contributed over 
$350. to the home. 
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SECRETARIES—INTERIOR 
DECORATORS 


As a civic project, members of Daytona 
Beach, Florida Chapter accepted the 
task of furnishing and decorating a 
lounge for the business education stu- 
dents of the Mary Karl Vocation Divi- 
sion of Daytona Beach Junior College, 
at the request oj Director, Mr. Milton 
Tosky. Discussing the project with Mr. 
Tosky are members Mrs. Ann Wood- 
ring, chapter corresponding secretary; 
Mrs. Mary Morris, civic committee 
chairman; and Mrs. Louise Crist, chap- 
ter president. 
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DISTRICT 
ASSISTANT 
EDITORS 


Great Lakes District 


Anne R. Bucciero, CPS 
34th Floor, David Stott Building 
Detroit, Michigan 


Northeast District 


Venera Rizzo 
564 Madison Avenue 
Albany 8, New York 


Northwest District 


Eloise Anderson, CPS 
120 Bacon Drive 
Boise, Idaho 


Southeast District 


Martha Nunnelly 
1023 West 31st Street 
Blue Mountain, Alabama 


Southwest District 


Hilda R. Poppell 
4105 South Miro, Apt. A 
New Orleans 25, Louisiana 
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BUSINESS REVIEW 
FOR PROFESSIONAL SECRETARIES 


A new book especially designed for 
secretaries interested in training for the 
CPS examination. Price, $6.00. 


Send for 30-day approval copy 


Pitman Publishing Corp. 
2 West 45th St., New York 36 

















A good and efficient secretary who must place her 
boss in Pittsburgh will write or wire ahead for a 







*p 
PRIORI 
RESERVATION 


St Pittsburgh's 
H 










Just write, ccletype (PG 253), ¢ or 
wire collect t 


PA ULSEN 
WEBSTER HALL 
PITTSBURGH 13, PA. eat TTT — 


and mention ‘‘Priority’’ Reservation in your letter, teletype or telegram 




















Do You Have 


FEMALE HELP WANTED pose 
MESS?” 










EXECUTIVE SECRETARY—Per- | it th 
sonal secretary to Director of medium a 


sized scientific research institute in VISO-DESKPLATE 


Philadelphia, Pa. Must be experienced Be rid of dirty, taped and 





- 74 . é torn sheets on your desk = 
with supervisory potential and with shelf! The new heavy sy 
highly developed, active skills in dicta- Beskpiate keeps calen- a | 
i j iti j ars, schedules, phone 
tion, typing, letter composition and filing. remap pore yee Bg 
Capable of managing and expediting Crystal clear—smooth 
: to write on—unbreakable. 
arrangements and all other affairs of Dirt or ink spots easily 
; U wiped o elf-sealing 
Director’s office. _Salary open. Send hin alk ot Serpe nd 
resume to the Editor of THE SECRE- tochange ——. ce . 
za . ard size x —specia sizes on request. 
TARY: Mrs. Shirley Englund, 10214 ORDER TODAY—SATISFACTION GUARANTEED 
Crane Road, Kansas City 34, Missouri. If your stationer does not have Viso-Deskplate, 


we ship postpaid for check with order (or open 
account to rated companies). 


One for $2.95 Six for $16.80 Twelve for $31.85 
Send dealer's name with order. Literature and sample on request. 


D.C. HEY CO., Inc. © 2108 Nicollet Ave., Minneapolis 4, Minn. 
Dept. N.S. 
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COMING NSA EVENTS 


Great Lakes District Conference 


Hostessed by Glass City Chapter 
Commodore Perry Hotel 

Toledo, Ohio 

October 27-29, 1961 


Northeast District Conference 
Hostessed by New York City Chapter 
The Waldorf-Astoria 

New York City 

October 20-22, 1961 


Northwest District Conferences 


Region I 

Hostessed by Washington-Evergreen Chapter 
Hyatt House 

Seattle, Washington 

October 20-22, 1961 


Region II 


Hostessed by Boise Chapter 
Owyhee Hotel 

Boise, Idaho 

October 6-8, 1961 


Region III 

Hostessed by St. Paul Chapter 
Capp-Towers Motel 

St. Paul, Minnesota 

October 13-15, 1961 


Southeast District Conference 


Hostessed by Atlanta Chapter 
Dinkler Plaza Hotel 

Atlanta, Georgia 

October 27-29, 1961 


Southwest District Conference 


Region II 

Hostessed by San Xavier Chapter 
Pioneer Hotel 

Tucson, Arizona 

October 20-22, 1961 
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Anderson Chapter 


ANDERSON, SOUTH CAROLINA 
Installed August 18, 1961 

by GREENVILLE CHAPTER 
GREENVILLE, SOUTH CAROLINA 


Beehive Chapter 


BRIGHAM CITY, UTAH 
Installed September 20, 1961 
by LOMOND CHAPTER 
OGDEN, UTAH 


Stuart Chapter 


STUART, FLORIDA 

Installed September 30, 1961 
by FORT PIERCE CHAPTER 
FORT PIERCE, FLORIDA 


Tri-Cities Chapter 
GRANITE CITY, ILLINOIS 
Installed September 23, 1961 


by ALTON CHAPTER 
ALTON, ILLINOIS 


WANTED 


Membership Participation 
ptssoctation Program 
FEBRUARY CHAPTER MEETING 


for further information 
see November issue 
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